RM Tracked Reporting - How to create Customer Summary Reports 


As a Royal Mail Tracked customer, you have access to a Tracked Reporting tool via your OBA account, 
which provides you with a range of enhanced reports. 


It allows you to view detailed management reports, as well as your Royal Mail Tracked parcel activity. 


Logging in via OBA 


You can view your reports via your OBA account which is accessed on www.royalmail.com. 





e Scroll down & click on Royal Mail Tracked and Tracked Returns Reporting Tool’. 
e Log in with your username & password. 


To access your Customer summary reports press the Customer summary Reports menu option. 


Sending mail Receiving mail 


Home » Customer summary reports 


Customer summary reports 


Home Customer summary reports Quality of service report Sales order summary report 
i 


| | 
Here you can find reports to help you keep track of your posting activity, from total volumes of posted packets to 


detailed breakdowns of exceptions and any surcharges incurred. 


Despatch manifest Non-advised posting reconciliation 


Reconcile the advised details on your despatch View details of packets not included in your 
manifest with the actual tracked activity of your despatch manifest (electronic preadvice) but 
packets, including dates, volumes totals of unders received by Royal Mail. Including any packets that 
(on your manifest, but not received) and non- were overweight & oversize surcharges, or rejected 
advised (not advised on your manifest, but packets that are outside of the product 

received). Plus any overweight, oversize packets specification. 

incurring surcharges or rejected packets that are 


outside of the product specification Non-advised posting reconciliation report 


Despatch manifest report View FAQs 


View FAQs 





From here you can access: 


e The Despatch Manifest report which reconciles your details with your actual Royal Mail 
Tracked parcel activity, drilling down into specific pre-advice files for added detail. 

e Your Non-advised posting reconciliation reports which reviews the items handed to us without 
pre-advice. 


Simply select a data range for your report and then press the View Report button. 


RM Tracked Reporting - How to create Customer Summary Reports - 13/01/18 Page 1 of 3 


Classified: RMG — Public 


Despatch Manifest report 
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Top Tips 


e When looking at items advised and received and there is a discrepancy, this suggests there is 
something wrong with your pre-advice or that you are pre-advising before you have cleared your 
packing stations for that day. 

e When pre-advice is missing, we can’t measure the quality of these parcels, and we can’t send the 
notifications for these parcels. 


Excel download 
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CUSTOMER PREADVICE RECONCILIATION SUMMARY 


Start Date: 01 August 2015 

End Date: 31 August 2015 

Account Name: EXAMPLE CUSTOMER - 01234567 

All items reported here use the Pre-Advised date (Day A) as the criterion for inclusion. 
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Non-Advised posting reconciliation report 
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Top Tips 
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e This provides a summary of those parcels which have not been pre-advised. 


Excel download 


= Start Date: 
End Date; 
== Account Name: 


CUSTOMER NON-PREADVICE RECONCILIATION SUMMARY 


01 August 2015 
21 August 2015 


EXAMPLE CUSTOMER - 0123456789 


== All items reported here use the tem Acceptance Date (Day A) calculated from the first track as the criterion for inclusion. 
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